
Table of Contents
Introduction
Acknowledgements ........................................................................................................................vi

Trustees and the Board
Chapter 1. Getting Started
Trustee Orientation ...........................................................................................................1-2

Library tour ................................................................................................................1-2
Materials ....................................................................................................................1-2
Orientation Meeting ...................................................................................................1-3

Continued Learning ..........................................................................................................1-4
Library Board Education Program ....................................................................................1-4
Montana Library Event Calendar ......................................................................................1-4
What Did You Learn? ........................................................................................................1-5

Chapter 2. The Job of a Trustee
What Does a Trustee Do? ................................................................................................2-1
Golden Rules for Board Members ....................................................................................2-2
The Job Description ..........................................................................................................2-3

Chapter 3. The Job of the Board
Board Meetings ................................................................................................................3-1
Typical Board Meeting Agenda .........................................................................................3-2
Chairing the Board ............................................................................................................3-3
Public Participation ...........................................................................................................3-4
Sample Public Participation Policy ...................................................................................3-5
Board Bylaws ....................................................................................................................3-6
Comparing the Roles of the Library Board and the Library Director .................................3-7
Evaluating the Board ........................................................................................................3-8

Laws and Ethics
Chapter 4. Complying with the Law
Montana Laws ..................................................................................................................4-1

Free Public Libraries .................................................................................................4-1
District Libraries .........................................................................................................4-3
Multijurisdictional Service Districts ............................................................................4-3
Library Records Confi dentiality Act ...........................................................................4-3
Library Federations ...................................................................................................4-4
The Big Bill, H.B. 124 ................................................................................................4-4
Open Meetings ..........................................................................................................4-4
Code of Ethics ...........................................................................................................4-5

i



Montana State Library Commission  .........................................................................4-5
Montana State Library ...............................................................................................4-6
Public Library Standards ...........................................................................................4-6
Other State Laws and Local Ordinances ...................................................................4-6

Federal Laws ....................................................................................................................4-6
Americans with Disabilities Act  .................................................................................4-6
Employment Laws .....................................................................................................4-7
Library Services and Technology Act  .......................................................................4-7
Telecommunications Act of 1996 (E-Rate) ................................................................4-7
Children’s Internet Protection Act ..............................................................................4-8
Neighborhood Children’s Internet Protection Act ......................................................4-8
USA Patriot Act ..........................................................................................................4-9

Board Liability .................................................................................................................4-10

Chapter 5. Protecting the Public’s Freedom to Read
Collection Management Policy .........................................................................................5-1

Handling Complaints .................................................................................................5-2
Children’s Rights .......................................................................................................5-3

Confi dentiality of Library Records .....................................................................................5-3
Sample – Request for Reconsideration of Library Resources ..........................................5-4
Library Bill of Rights ..........................................................................................................5-5
Freedom to Read ..............................................................................................................5-6

Chapter. 6 Ethical Considerations for Trustees
Ethics Statement for Public Library Trustees ....................................................................6-3
Guidelines for Preserving Public Trust .............................................................................6-4

Personnel
Chapter 7. Hiring the Director
The Wrong Question ........................................................................................................7-6
Montana Library Certifi cation Program .............................................................................7-9

Chapter 8. Working with the Director
Motivation .........................................................................................................................8-2
Salary and Benefi ts ..........................................................................................................8-2
Continuing Education .......................................................................................................8-3
Common Missteps ............................................................................................................8-4

Chapter 9. Working with the Library Staff
A Team Effort ....................................................................................................................9-2

ii



Chapter 10. Evaluating the Director
The Basis for the Review ................................................................................................10-2
Review Criteria ...............................................................................................................10-3
Sample Evaluation Forms ..............................................................................................10-7

Finances
Chapter 11. Funding the Library
Local Funding Sources ................................................................................................... 11-1
Suggested Mill Levy Timeline ......................................................................................... 11-2
State Funding Sources ................................................................................................... 11-3

Information Access Montana Act ............................................................................. 11-3
Coal Severance Tax ................................................................................................ 11-4

Federal Funding Sources ............................................................................................... 11-4
Library Services and Technology Act ...................................................................... 11-4
Telecommunications Discount Program (E-Rate) ................................................... 11-5
Money Matters ......................................................................................................... 11-5

Other Funding Sources .................................................................................................. 11-6

Chapter 12. Building the Budget
Sample Budget Planning Calendar ................................................................................12-2

Chapter 13. Following the Money ....................................................................13-1

Policies and Planning
Chapter 14. Setting Policy
Making Policy .................................................................................................................14-2
A Policy List for Public Libraries .....................................................................................14-4

Chapter 15. Planning for the Future 
The Long-range Planning Process .................................................................................15-2
 1. Where do we want to go as a community? .........................................................15-2
 2. Where are we now? ............................................................................................15-2
 3. What are the community’s needs and how can the library help meet them? ......15-3
 4. The library’s written long-range plan ...................................................................15-3
 5. Measuring success ..............................................................................................15-3
Addiitonal Planning .........................................................................................................15-3
 Planning for Facilities ..............................................................................................15-4
 Planning for Technology ..........................................................................................15-4
 Goals or Objectives .................................................................................................15-4
 Planning for Public Relations ..................................................................................15-5
Planning for Disaster ......................................................................................................15-5
Library Evaluation Primer ...............................................................................................15-6

iii

................

................

................

................



Community Relations
Chapter 16. Marketing the Library
Planning ..........................................................................................................................16-1
Publicity ..........................................................................................................................16-2
How to Talk about the Library .........................................................................................16-2
Public Relations ..............................................................................................................16-3
How to Write a Press Release ........................................................................................16-4
Sample Press Release ...................................................................................................16-5
What’s Your Story? .........................................................................................................16-6
Media Relations ..............................................................................................................16-6
Politics ............................................................................................................................16-7
Strategic Marketing Checklist .........................................................................................16-8

Chapter 17. Community Partners
Friends of the Library ......................................................................................................17-1
Library Foundations ........................................................................................................17-2

Resources
Chapter 18. Libraries and Library Organizations
Montana State Library Commission ...............................................................................18-2
Montana State Librarian .................................................................................................18-2
Library Development Division (LDD) ..............................................................................18-2
MSLOrganizational Chart ...............................................................................................18-3
Montana Talking Book Library (TBL) ..............................................................................18-4
Montana Digital Library (MDsL) ......................................................................................18-4
Montana Library Federations ..........................................................................................18-5
Montana Library Association ..........................................................................................18-6
Mountain Plains Library Association ...............................................................................18-6
Montana Federations of Libraries Map ...........................................................................18-7
Pacifi c Northwest Library Association .............................................................................18-8
American Library Association  ........................................................................................18-8
Institute of Museum and Library Services ......................................................................18-8

Appendices
Appendix A: Glossary
Appendix B. Public Library Standards
Appendix C: Calendar of Annual Events and Deadlines
Appendix D. Freedom to Read Statement

Index

iv


